EXPENSES CLAIM FORM 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS FORMULAE ARE LOST WHEN OVER-WRITTEN Use a separate claim form per currency. All ICO expenses including mileage can be put on the same form using the 
category menu. Ensure category has been selected before entering data to the right of that column Mileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers have 
been entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 


DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 
5 ‘overwrite this cell with currency if "other" 
Elizabeth Denham COST CENTRE:| 120 - LEADERSHIP TEAM FINANCE USE 


AMOUNT 


TIME CLAIMED INV: 
RECEIPT NO. NO. cHoose PROJECT 


DATE DEPARTURE ARRIVAL REASON FOR TRIP DESCRIPTION OF EXPENSE CATEGORY NUMBER MILES PASSENGERS CURRENCY CODE DOC: 


CHOOSE FROM DROP DOWN EATE 
DD/MM/YY 00:00:00 00:00:00 ( WHY YOU TRAVELLED) (WHAT YOU PAID FOR) LIST enter number unless N/A appears LIST 


| esros] | [Meetingsin London [faxiintondon [UK Travel & Accommodation 26001 | _afwa | a| zzoofnoprowcr-oood 120260010000 | 
| __ o9/os/13| | [Meetingsin London  [faxiintondon [UK Travel & Accommodation 26001 | þa | | ssoofwoproscr-ooo] 120260010000 | 
1oyosaa| | [Meetingsin London [Taxin London [UK Travel & Accommodation 26001 | a | aa sofuorprcvecr-oood 120260010000 | 
Ceo E K Travel & Accommodation 26001 | awa | | ssaofwoprowcr-ooo] 120260010000 | 
Meetings in London UK Subsistence & meals 26001 | sha | a| sseofnoprosecr-oooo}  120-26001-0000 | 
Meetings in London K Subsistence & meals 26001 tel | a} ———__saa{noprosect-o00q _120-26001-0000 | 
UK Subsistence & meals 26001 N/A 

UK Subsistence & meals 26001 

| as 


nie 


njn 


axi in London 
Dinner on 10 and 11 May 
nack in London 


S 


11/05/1 


n 


Meetings in London 
Meetings in London 


Meetings in London Snack in London 


| 
UK Subsistence & meals 26001 | gl 
UK Subsistence & meals 26001 | ad | aeofNo provect - 0000 120-26001-0000 

120-26001-0000 
120-26001-0000 


Meetings in London Beverage in London 10]N/A 


Meetings in London UK Subsistence & meals 26001 


|] 
UK Subsistence & meals 26001 N/A 
N/a | oo 
ma | oo 
anya | ooofno proveer -oood N/A 
sma | ___0.00]no provecr- 0004 N/a 
ma | ooofno pRosecr - 000 N/A 

| oo : 

| 2.00 

| oo 

| 2.00 


Meetings in London 


Beverage in London 
#N/A 


wa 
wa 
wa 
wa 
wa 
| oma | 


NO PROJECT - 0000 #N/A 


NO PROJECT - 0000 #N/A 


ania ania 
n/a N/a 
| øva | mwa [awa ania 
N/a n/a 
| øva | nwa | oa | ooofnoprowcr-ooo] oa | 
| om | omma | nwa | oofnoprowcr-ood ma | 
| ona | oa | oa | ooofnoprowcr-ooo] ava 
| om | oma | nwa | ooofnoprowcr-oood ma | 
| ema | aa | ea lonn eono poecr -ood ANA 
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5) 3/0 
Qa omg ee | 
9 sis 
=) P< E] 
O 
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nter any notes relating to this claim here 


TOTAL EXPENSES INCURRED 182.60 
Claimant declaration: Elizabeth Denham CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that | held a valid driving licence and the vehicle TOTAL CLAIMED/(REPAID TO FINANCE) 182.60 


used had a motor insurance policy for use in connection with business, was taxed and had a valid MOT 
certificate on the date of travel. 


Now forward this claim and your scanned receipts to your approver who should 
Heather Dove review it and then email it to expenses@ico.org.uk with "approved expenses" in the 
subject. 


EXPENSES CLAIM FORM 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS FORMULAE ARE LOST WHEN OVER-WRITTEN. Use a separate claim form per currency. All ICO expenses including mileage can be put on the same form using the 
category menu. Ensure category has been selected before entering data to the right of that column.Mileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers have 
been entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 

DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 


Pel Rob Luke 120 - LEADERSHIP TEAM mance use 


AMOUNT 


TIME CLAIMED 
RECEIPT NO. NO. choose PROJECT 


DATE DEPARTURE ARRIVAL REASON FOR TRIP DESCRIPTION OF EXPENSE CATEGORY NUMBER MILES PASSENGERS currency CODE DOC: 
CHOOSE FROM DROP DOWN N 
DD/MM/YY 00:00:00 00:00:00 (WHY YOU TRAVELLED) (WHAT YOU PAID FOR) LIST enter number unless N/A appears List 


ae to attend European Conference 


09:10:00 #N/A #N/A #N/A 0.00] INT'L CONFERENCE #N/A 


ne transfer from Paphos airport to Taxi fare (2 people, 
16:30:00) Overseas Travel & Accommodation 24 1|N/A 60.00) orem PROJECT - 000d -26002-0000 
Food/subsistence Overseas Subsistence & meals 26002 2|N/A 15.00! [No PROJECT - 0004 PROJECT - 000d -26002-0000 
ara etit: from hotel in Limassol to {Taxi fare Hotel in Limassol to Larnaca airport 
14:30:00) 5: Overseas Travel & Accommodation 24 3]N/A . 120-26002-0000 
le before flight home Food/subsistence Overseas Subsistence & meals 26002 A|N/A N/A O PROJECT - 0 -26002-0000 


18:15:00] __21:30:00|Flight Cyprus to Manchester a TO E N/A 
Pen tn a | ohoc- N/A 
Pon tn tn ohom- N/A 


Jp y ana | enya wa | ooofno provecr- 0004 ANA 
Oo ë | a| #N/A | ooofnoProsecT- oi #N/A 


#N/A #N/A #N/A #N/A 
#N/A #N/A #N/A #N/A 
#N/A #N/A #N/A 
#N/A #N/A #N/A 
#N/A #N/A #N/A 


#N/A #N/A 


E 
#N/A #N/A #N/A 
eE 


#N/A - #N/A 
DOO | aa) 


ma | ma | oono prowcr- on NA 
ĖS N/A 
Enter any notes relating to this claim here = T noo 


26/04/17 


26/04/17 
28/04/17] 


28/04/17 
28/04/17 
28/04/17 


TOTAL EXPENSES INCURRED E:T 
Claimant declaration: Rob Luke CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that I held a valid driving licence and the vehicle used TOTAL CLAIMED/(REPAID TO FINANCE) 139.50 


had a motor insurance policy for use in connection with business, was taxed and had a valid MOT certificate on 
the date of travel. 


ENTER APPROVERS NAME Now torward this claim and your scanned receipts to your approver who should 
HERE review it and then email it to expenses@ico.org.uk with "approved expenses" in the 
subject. 


EXPENSES CLAIM FORM 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS FORMULAE ARE LOST WHEN OVER-WRITTEN. Use a separate claim form per currency. All ICO expenses including mileage can be put on the same form using the 
category menu. Ensure category has been selected before entering data to the right of that column. Mileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers 


have been entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 
DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 


TIME 


DATE DEPARTURE ARRIVAL REASON FOR TRIP DESCRIPTION OF EXPENSE CATEGORY 
CHOOSE FROM DROP DOWN 
DD/MM/YY 00:00:00 00:00:00 ( WHY YOU TRAVELLED) (WHAT YOU PAID FOR) LIST 


Taxi home from Airport UK Travel & Accommodation 26001 


Trip to Cardiff to visit Office and have |Booked via tRIPS 
meetings with external stakeholders 


|__2a/oaa7] | 
rs 


02/05/17 16:47:00 19:43:00 
256: 02:00 


oosa | ____[Pinnerat Rad ou Hotel, Cardi [food subsistence |UkSubsstence& meals 26001 
03/05/37] | fereau 


Travel from Cardiff to London for O/N [Booked via tRIPS 
stay prior to day of meetings on 
03/05/17 16:56:00 19:02:00}, 


03/05/17 UK Subsistence & meals 26001 
04/05/17 Snack prior to train journey home UK Subsistence & meals 26001 


L mavejRob Luke 120 - LEADERSHIP TEAM mance use 


AMOUNT 


CLAIMED 
CHOOSE 
CURRENCY 


RECEIPT 
NUMBER 


NO. 
MILES 


NO. 
PASSENGERS 


PROJECT 
CODE 


USE DROP DOWN 


enter number unless N/A appears LIST 


on return flight from Cyprus European |In-flight snack 
28/04/17 18:15:00 21:30:00] conference UK Subsistence & meals 26001 N/A NO PROJECT - 0000 


ha [va | 35:00] prover -ooo 
ma mya | ooofno prouecr -oof mwa | 


#N/A #N/A #N/A e 


NO PROJECT - 


/A 


| m O 


Iva 18.25|No PROJECT - 0000 


24,68) No PROIECT-00 


INV: 


boc: 


120-26001-0000 
120-26001-0000 


120-26001-0000 
120-26001-0000 


120-26001-0000 
120-26001-0000 


TOTAL EXPENSES INCURRED 


Claimant declaration: Rob Luke CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that | held a valid driving licence and the vehicle 
used had a motor insurance policy for use in connection with business, was taxed and had a valid MOT 


certificate on the date of travel. 


ENTER APPROVERS NAME Now forward this claim and your scanned receipts to your approver who should 
HERE review it and then email it to expenses@ico.org.uk with "approved expenses" in the 
subject. 


TOTAL CLAIMED/(REPAID TO FINANCE) 


0.00}NO PROJECT - 


0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 
0.00|NO PROJECT - #N/A 

=a 

si 

=a 


#N/A 


YY ty Yi, yy i 


76.43 


EXPENSES CLAIM FORM 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS FORMULAE ARE LOST WHEN OVER-WRITTEN. Use a separate claim form per currency. All ICO expenses including mileage can be put on the same form using the 
category menu. Ensure category has been selected before entering data to the right of that column.Mileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers have 
been entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 


DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 
Fy Py ‘overwrite this cell with currency if "other" 
NAME:|Simon Entwisle COST CENTRE:| 120 - LEADERSHIP TEAM FINANCE USE 


AMOUNT 


TIME CLAIMED INV: 
RECEIPT NO. NO. cHoose PROJECT 


DATE DEPARTURE ARRIVAL REASON FOR TRIP DESCRIPTION OF EXPENSE CATEGORY NUMBER MILES PASSENGERS CURRENCY CODE DOC: 


CHOOSE FROM DROP DOWN EEA 
DD/MM/YY 00:00:00 00:00:00 ( WHY YOU TRAVELLED) (WHAT YOU PAID FOR) LIST enter number unless N/A appears ust 


Visiting Federal Trade Commission and |Four nights accommodat at the Hotel 
27.03.17 05:15:00} Overseas Travel & Accommodation 26002 966.72|NO PROJECT - 000g 120-26002-0000 
01.04.17 [_epasiealWashington E A | | ma | ma | oofnoprosecr- oog HN/A 
#N/A #N/A #N/A 0.00]NO PROJECT - 000 #N/A 
#N/A #N/A #N/A 0.00|NO PROJECT - 000q #N/A 
Ptr tv tvs | onoo -ood ANA 


SSS ma | mva #nya | oono prosecr -oood ANA 
Oo ë | a| 2 #N/A | ooofno Prosecr - 000d #N/A 


#N/A #N/A #N/A 00|NO PROJECT - 000d #N/A 
#N/A #N/A #N/A #N/A 
#N/A #N/A #N/A 00]NO PROJECT - 0001 #N/A 
#N/A #N/A #N/A 0.00]NO PROJECT - 0001 #N/A 
#N/A #N/A #N/A #N/A 
#N/A #N/A #N/A 00|NO PROJECT - 000 #N/A 
#N/A #N/A #N/A 0.00]NO PROJECT - 000d #N/A 
tn a tv | oojoo -ood N/A 
tn tn itn 00) bronzer 0004 N/A 
tn itn tv oojoo -ood N/A 
Pt itn tn onore- 0004 N/A 
tn itn tv ojoro -ood HN/A 


Pe ttn itv tv | onor -od HN/A 
Pt tm | ma | oojoo 000 HN/ 


TOTAL EXPENSES INCURRED 966.72 
Claimant declaration: Simon Entwisle CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that | held a valid driving licence and the vehicle used TOTAL CLAIMED/(REPAID TO FINANCE) 966.72 


had a motor insurance policy for use in connection with business, was taxed and had a valid MOT certificate on 
the date of travel. 


ENTER APPROVERS NAME Now forward this claim and your scanned receipts to your approver who should 
HERE review it and then email it to expenses@ico.org.uk with "approved expenses" in the 
subject. 


EXPENSES CLAIM FORM 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS FORMULAE ARE LOST WHEN OVER-WRITTEN.Use a separate claim form per currency. All ICO expenses including mileage can be pi 


ut on the same form using the 


category menu. Ensure category has been selected before entering data to the right of that column Mileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers have 


been entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 
DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 


overwrite this cell with currency if "other" 
L naveljene Mccall cost cena nance se 


AMOUNT 


CLAIMED 
CHOOSE 
CURRENCY 


TIME 
RECEIPT 


NUMBER 


NO. 
MILES 


NO. 


DATE DEPARTURE ARRIVAL REASON FOR TRIP DESCRIPTION OF EXPENSE CATEGORY PASSENGERS 


CHOOSE FROM DROP DOWN 
DD/MM/YY 00:00:00 00:00:00 ( WHY YOU TRAVELLED) LIST 


(WHAT YOU PAID FOR) enter number unless N/A appears 


wa 
ar miles - 45p standard rate 26001 


ear 
wa 
as 
Parking & tolls 26001 
| ana | 


28/03/17 


os/os/i7| 


‘ar miles - 45p standard rate 26001 


wa 
Car miles - 45p standard rate 26001 

#N/A #N/A 
| ma | ma | oa 
| wa | ema | ma 
| oa | ma | ma | oo 
| ma | ma | ma | o 
[ea [ea oa _|__0 


osyos/aa| | 
os/os/a7| 
osos 


nter any notes relating to this claim here 


TOTAL EXPENSES INCURRED 34.00 
Claimant declaration: Jane McCall CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that | held a valid driving licence and the vehicle TOTAL CLAIMED/(REPAID TO FINANCE) 34.00 


used had a motor insurance policy for use in connection with business, was taxed and had a valid MOT 
certificate on the date of travel. 


ENTER APPROVERS NAME Now forward this claim and your scanned receipts to your approver who should 
HERE review it and then email it to expenses@ico.org.uk with "approved expenses" in the 
subject. 


INV: 
PROJECT 


CODE 


USE DROP DOWN 
LIST 


to 


DOC: 


oo) mono | 
Troc Li 


